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OVERVIEW

Risk Management’s online training management system is a web based training
solution for building and delivering education over the intranet to state
employees. This system allows pre-selected state entity administrators to assign
courses to individuals, departments, or to the entire state entity with just a few
clicks of the mouse. An administrator is a person from a state entity who is
responsible for the risk management and workers compensation training for their
entity. The training management system will provide employees a list of courses
that are required as predetermined by their state entity’s administrator, as well as
allow the user to select courses of their own. The trainee will be notified of the
assigned course and course completion date through automatic e-mail. By using
a standard web browser each user can deploy online start of selected training
courses. Training courses are in a variety of downloadable document types
(Power-Point, PDF, Video, Word, etc).

As trainees begin and complete assigned courses, their progress is automatically

tracked in a training records database. This will allow the administrator to create
and download training detail reports. The database will keep a three year history
of completed courses.

The Risk Management Division will create and maintain the training programs and
will notify state entity administrators when new training opportunities have been
created.



User Instructions

1. To access the online training system, go to the Risk Management Division web
site at http://www.nd.gov/risk/.

2. Click on Online Training.
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http://www.nd.gov/risk/

3. Click on Login with my NDGOV account. If you do not have an nd.gov account,
you can access the system by using your North Dakota Login ID.

University system employees will have to register for a North Dakota Login ID
since they do not have nd.gov accounts before they can access the training
management system. They will only have to register once.
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4. Login using the same Login ID and password that is used to access the state
network. An example has been provided.
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5. The trainee will be notified of the assigned course(s) and course completion date
through automatic e-mail. The trainee can also Login and view any assigned
courses. Training courses are in a variety of downloadable document types
(Powerpoint, PDF, Video, Word etc.)

6. To open the course click on Take Course.

7. The trainee can also select courses of their own by clicking on \Additional Courses

The 'Have A Seat: Putting Ergonomics To Work' course has been assigned to you.
To take this course follow the link below.

http://www.nd.gov/risk/online-training.html E-mail J

\

ﬂ.; Training Management System: Risk Management Division: North Dakota 9

v do ernet Explore _[&
@_"\ v IE https:/{secure.apps.nd.govrmd]trainfcourses.htm - | ;”“ g‘ R78 5% I::,‘:;r_,gle 2|
File Edit View Favorites Tools Help m—
GOUS]?“C]V _VJGO{v@ Q v ‘ ¥y Bookmarksy @las cked ‘ P Check » % Autalin v | Autor |ep Sendtoy @Settings
W 88' ~ | < nd.gov: Official Partal For No... | 25 Riskvision TM / (& Training Management Sy... X | | T v B - o= ov hPage + (O Tools -

North Dakota °990vkm o

L[]

Risk Management Division

Training Management Sys

My Courses | Admin

My Course‘s/
Assigned
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Completed
Courses will remain on the Completed list for 3 years.
Course Name Date Assigned Date Completed Training Due Date

Suicide Prevention Training 09/20/2006 09/20/2006

Principles of Office Ergonomics 05/09/2007 05/17/2007 06/01/2007
Defensive Driving Small Vehicles 12/05/2007 12/14/2007 01/03/2008
Bloodborne Pathogens 04/14/2008 04/16/2008 04/30/2008
Stretching Out at Work 04/14/2008 04/16/2008 04/30/2008
Have A Seat: Putting Ergonomics To Work 04/14/2008 04/16/2008 04/30/2008

Additional Courses G
Some courses are in Windows Media format and require the Media Player in order to open them. It can be be downloaded
directly from the Microsoft.com web site, —_—
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8. Once the take course action button has been clicked the course will open. If for
some reason the course does not appear, the Pop-up blocker may need to be
deactivated. This is done by clicking on the course name.
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9.

If the trainee is viewing a powerpoint, the presentation should be viewed in Slide
Show format. Click on Slide Show. The powerpoint will open in a full screen
version. Click with mouse anywhere on the presentation to advance to the next
screen.

Home Inset  Design/” Animations  SlideShow  Review = View | Acrobat
V. Ruler € .Color'
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Normal| Slide Notes Slide | Slide Handout Notes @ Zoom Fitto .
Sorter Page Show | Master Master Master | .| Message Bar Window mm Pure Black and Whit
Presentation Views Show/Hide Zoom Color/Grayscale
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10. The training management system automatically tracks course completion in a
training records database which allows the entity administrator to create and
download training detail reports.

11. The “Confirm Course Completion” window will open when the trainee clicks

on the take course action button. The window will remain open while the course
is being completed.

12. Once the trainee completes the course they must return to the “Confirm
Course Completion” window and click on the box that states, *I certify that |
have completed this course, Click on the [confirml button.
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13. Once the trainee confirms course completion the course is automatically removed
from “Assigned “ to “Completed” courses list. Courses will remain on the
completed list for 3 years.

14. Some courses are in Window Media format and require the free “Windows
Media Player” in order to open the course. It can be downloaded by clicking on
Mircrosoft.com web site.
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Defensive Driving Small Vehicles 12/05/2007 12/14/2007 01/03/2008
Bloodborne Pathogens 04/14/2008 04/16/2008 04/30/2008
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15. The training management system allows the user to select courses of their own
by clicking theLAMgl button.
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16. Once the user clicks on theW button the “Search Available
Courses” window will appear.

17. The user can search for all available courses online by finding the word “All” in
the “Type” drop down box and clicking on the Search| box.
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18. Once the user clicks the|_Search.] button the training management system will
search for all available active courses on line.
To take the course the user would click on the action button “Take Course”. The

19.

course will open. Once the course is completed and confirmed it will appear on
the “Course Completion” window. If completion of the course is not confirmed,
the course will appear under “My Courses/Assigned” until completion is

confirmed or the course is removed from the assigned course list.
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09/18/2006 09/18/2006 Take Course
09/18/2007 09/18/2007 Take Course
05/22/2008  05/23/2008 Edit
10/05/2007  10/08/2007 Take Coyrse
09/20/2006 09/20/2006 Take Course

14



20. The user can also search for course by specific topic. The example below
demonstrates a search for all courses related to “Ergonomics”. The dropped
down box in the “Type” field was set on “Ergonomics”. After the@
button was clicked the training system searched for all available courses related
to ergonomics. These courses were displayed under “Search Results”. The
user can also search by the “Name” of course, “Description” of course and the
“Date Last Modified”.
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Course Details
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Date Last Modified:
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Search Results
Result Page: 1 [Entities | - 6 of 6]
Course Name Course Type Date Created Dote Last Modified  Action

Have A Seat. Putting Ergonormes To Wotk Ergonomics 09/18/2006  09/18/2006 Take Course
Tan the Tranes Ergonomics 09/18/2006  09/16/2006 Take Course
atetching Qut at Work Ergonomics  10/08/2007  10/08/2007 Take Course
Back Safety Ergonomics 09/18/2007  09/18/2007 Take Course
On the Road: The Lighter Side of Ufting Emonomics  10/08/2007  10/08/2007 Taks Course
Working Ergonomically in The Workplace  Ecgonomics 09/19/2006  09/17/2007 Edit

Result Page: 1 [Entbes 1 - 6 of 6]
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21. The system allows pre-selected agency administrators to assign courses to
individuals, departments, or to the entire state entity with just a few clicks of the
mouse. An administrator is a person from a state entity who is responsible for
the risk management and workers compensation training for their entity. If you
have been given administrator authority, you will note that on the same line that

displays User: Name | Log Out it will also say, “ My Course | Admin”. If the
word “Admin” is not displayed, you do not have administrative authority.
However, you will be able to review and take courses.

/- Training Management System: Risk Management Division: North P akota State Government - Windows Internet Explorer
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22. An administrator, will be able to Assign Courses, Delete Assigned Courses and
Create a Report by accessing the “Admin Tools” list. You do not have the
authority to Add Courses, Edit Courses, or Delete Employee Information. This
authority is limited to the System Administrator.

23. To assign a course, an administrator would click on the “Assign Courses” topic
under the “Admin Tools” List.

,/: Training Management System: Risk Manar,ement Division: North Dakota State Governmer
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thm | Disclaimer | Privacy Policy | Security Policy

Copyright 2007. All Rights Reserved. The State of North Dakota.
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24. Once the administrator left clicks on the “Assign Courses” field, the following

window will appear. This window allows the administrator to search for the

course they wish to assign by “Type”, “Name”, “Description” and “Date Last
Modified.”

File Eoit Yew Fawrtee Took kel
(b“sk G~ LT B -
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North Dakota "% Sase Qv ‘ qines
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Risk Manogement Division

Training Manageg€

Assign/Edit Courses
Course Details

Type: A - |
Name: AN -

Descrption:
Date Last Modified: & (mm/dd/yyyy)

Inactive Courses: [

ey

N
Cogyright 2007. All Rights Reserved, The State of Narth Dakota.
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25. The example below demonstrates an administrators search for all courses related

26.

to Ergonomics. The dropped down box in the “Type” field was set on
Ergonomics. After m button was clicked the training system searched

for all available courses pertaining to Ergonomics. These courses were displayed

under “Search Results”. The user can also search by the “Name” of course,
“Description” of course and the “Date Last Modified”.

Once the administrator locates the course under “Search Results” they want
to assign, the Assign action button on the right is clicked.

Vi Training Management System: Risk Management Division: North Dakota State Government - Windows internet Explorer '_7 rD ’Y
G e € hegs /fsacure apps. nd. cov/rmd/tranysesr choourses. htm v Bl ox LBo-
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Training Management System

‘My Courses | Admin

Assign/Edit Courses

Course Details

Type: [SETREm
Name: Al

Description:

Date Last Modified: 51 (mm/dd/yyyy)

Inactive Courses: [

Search Results
Result Page: 1 [Entites 1 - 6 of 6)

Course Name Course Type Date Created Date Last Modified
Have A Seat: Putting Ergonomics To Work Ergonomics  09/18/2006 09/18/2006 Assign | Edit
Irain the Tramer Ergonomics 09/18/2006 09/18/2006 Assign | Edit
Stietching Qut at Work Ergonomics  10/08/2007  10/08/2007 Assign | Edit
Back Safety Ergonomics  09/18/2007  09/18/2007 Assign | Edit
On the Raad. The Lghter Side of Lfting Ergonomics  10/08/2007  10/08/2007 Assign | Edit
Warking Ergonomicaly [n The Workplace Ergonomics 09/19/2006  09/17/2007 Edit

Result Page: 1 [Entities 1 - 6 of 6]
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27. Clicking the assign button will take the administrator to the course assignment
window. This feature allows the administrator to do a course assignment to an
entire “Department”, “Division” or “Individual” by clicking on the appropriate
assignment field.

/s Training Management System: Risk Management Division: North Dakota State Government - Windows Internet Explorer - D x
o ‘-—‘- * | heyps y/fsacure.apps. nd, gov/rmd/rarnysearchoaurses. him « & X B
fib Edt yYew Fawortss Took Hebp

Google G~ Yoo B - % toomaise S172bloded Wihedor . | Serd tow (D setingse @ -
W E e Rk Msnagement - Tran. @8 Training Mansgemen... -8 & - rpoe~ OTok~
North Dakota 90 re i e covermant P Db
oo ' : '

Risk Management Division

Assign Have A Seat: Putting Ergonomics To Work Course
Course Details

Type: Ergonomics
Name: Have A Seat: Putting Ergonomics To Work

Deserption; This traning video detads how to apprepriatel ¥ your office chair and explains the importance of an appropnately adjusted chair in
the prevention of Musculoskeletal Diso

Date Created: 09/18/2006

Date Last 09/18/2006
Modified:

Assignment
T Assign to Department (O Assign to Division

Click on circles to indicate
your assignment group.

O Assign to Indwidual(s)

Laocel

[Cona _} d’ Trusted stes %100% -
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28. To assign a course to an entire state entity the administrator would click the
circle in front of “Assign to Department” and click theaction button.

O Assign to Department () Assign to Division () Assign to Individuzl{s)

Cancel  Confinue

29. The administrator would then locate their “Department” in the drop down box,
enter a “Required Completion Date” and click the@ action button. An
email will notify all employees of the indicated state entity courses have been

assigned.

[

i Training Management System: Risk Management Division: North Dakota State Government - Windows internet Explorer
°._ v @ e .‘,.‘mo.re.;p;m.g:\',r\'rn:nun"x:g-maahrm

Filk Eot Vew Fawortss Took Heb
Google G~ veei@ B % tockmaksy Biinatloced Wied v

WS - @ Rk Management - Tral | @ Wetpage has evpred & Traning Managemen. ., =

INorth Dakota ™9 {3 S aoveres -

D [ i' - ‘ (d : '_‘ .QOJ
Risk Manogement Division i, ¥ ' . N -
Training Management System B4 - )
My Courses | Admmn

Assign Course to Department
Course Details
Type: Ergonomics

Name: Have A Seat: Putting Ergonormics To Work

Descnption: This trainng video detads how 1o appropnately adjust your office chair and explains the importance of an appropnately adjusted
chair n the prevention of Musculoskeletal Disorders (MSD's).

Date Created: 09/18/2006
Date Last Modified: 09/18/2006
*Department:  Ofice of Mot & Budoet -

*Required Completion 5152008
Date:

cone

*Required
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30. To assign a course to a division within a state entity, the administrator would
click the circle in front of “Assign to Division” and click the action

31.

button.

The administrator will next be required to “Select Department” from the drop
down box. Once the appropriate department is entered, click the

action button.

Assignment

O Assign to Department () Assign to Division () Assign to Individuzl(s)

Cam

My Courses | Admin

Select Department

/

Select Departmen

Department:

Office of Mamt & Budaet
Office of Mgmi & Budge!

. Ollsead Council
Cancel Conll protection and Advocscy

Public Employeas Ratire Syatam
Public Instruction

Contact Us | Dise

Public Service Commission

Department: | IEEEGG—_——E |

Cancel Continue

Copyright 2007, Al

Racdio Communications
School for the Blind

School for the Deaf
Secratary of State
Securites Commiasionar
Seed Departmant

State Auditor

State Fair Ausociation
State Judiciary

State Library

State Potato Counall

State Ratir & Invast Office
State Tax Commissionear
State Treasurer

State Wheat Commission
Transportation Institute
UNED Alumni Assoc & Foundation
Wnivarsity of North Dakota
Vallay City State Linivarsity
Vetarana Affair Department
Vetarans' Home
Veatarinary Med Exam Brad
Water Cammissaion
Williston Resaarch Cantear

v
~

Dakota,
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32.

33.

To complete the course assignment, the administrator would select the
appropriated “Division” by clicking the box in front of the division the
assignment will take place.

The administrator would indicate the “Required Completion Date” then click on

them action button.

- Training Maragement System sk Management Division: North Dakota State Goverrement - Windows internet Explorer e D
° . N AeOurs 2o o g e Ar An ey course Nm v B %«

Ele ot Yew Fgarites Iook b

Google Ce v B O todknwkse B0t tbcied Tihed » - - Send o J Settrge e
W@ Tranng Managevent System. Risk Manage. B0 -t 0Tk
North Dakota " 00y i cesas s Gorammant P T
D . 4 -~ W “!‘a - 080 " ¥
Foux Management Distsion - » 3 AN - \ *
Training Management System) A & o pr s ' = a &

Assign Course to Division

Course Details

Type: Ergonomics
Name: Back Safety

Descrphon: Powerpoint presentation that descusses why back injunes occor and what can be done to prevent back injunes. Presentation needs
to be viewed as full screen shde show.

Date Created! 09/18/2007

Diate Last Modfied: 09/168/2007
Department; Office of Mgmt & Budget

Division:

Sedact AF | Dessdect AR

- B - Risk Management

OMB Fadites Management

] Office of Management & Budget

] Office of Manasgement & Budget
1 Wellness Centear

*Required Comp;n;n B8 (mm/ddlyyyy)

Carcul

*Required
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34. To assign a course to an individual within a state entity, the administrator would
click the circle in front of “Assign to Individual” and click the action
button.

35. The “Add Individual Users” window will appear. By using the drop down
boxes, indicate the “Department” and the “Division” of the individual(s) the
course is to be assigned. Click the [Search laction button.

36. Under “Search Results”, click on the boxes in front of the name of the
individual(s) who the course is to be assigned and click on the@ action

button.
o y = |8 htpsascure s0ps nd gov i M raryastgeourss hon v B % p
fe Edr Yew Fpormes ook Hed
Coogle G- vooP B O oot B - L
4 O Tranig Macagenent Sysienm: Rak Manigs... Assignment

0 Assign to Department O Assign 1o Division (*

North Dakota "9 S5 S oo

O]
Risk Managemant Divaion
Training Management System Cance
My Courses | Admn
Add Individual Users
User Detads

Department: | Ofice of Mami & Budast 5 / -|
'/

Division: | OMB - Risk Manacemant

Name: Last First
Oear  Search
Search Results

Select A | Deselect A}

Add Name E-Mail Department Davision
[l Abledinger, Wicki vableiinger@nd.gov Office of Mgt & Budget OMB - Risk Management
[ Mias, Terry tmilas@nd.gov; tmidas@nd.gov Office of Mgmt & Budget OMB - Fisk Management
0 Moen, Dawn dmmoen@nd.gov Office of Mgmt & Budget OMB - Risk Management
Tl Waliser, Diane drwalsaerind.gov Office of Mgmt & Budget OMS - Risk Management

r, Johanna jzschomli@nd.gov Office of Mgmt & Budget OMB - Risk Management

Select All | Deselect Al

e - |
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37. To locate a specific individual the administrator can also enter the “Last and

First” name of the individual and click thew action button, click the box in
front of the individuals name and click them action button.

/" Tralning Managerment Systuen: Risk Management Divislon: Morth Dakuta Stute Government - Windaws Internet Explorer

v &l x|

O - (et mare pn  girmranyasgreasa him
O setngs & ~

Coogle 1G» veue B % tcomaisy Bi1rzblosed Toed v
: R T R RS P

W W E - PRk B S—_ sbpags has expred ""rrannm..x

NorthﬁDakota
[

NU.QOV Otficwl Fortal for
NoAn Dunonn Stoate Oovercrmect

Add Individual Users
User Details
Department:  Ofice of Mamt & Buds
Division: L Sy ianaos ment

Name: Last
Wabser

Clem  Search

Search Resuly
i A cdrpndot
Ad Name “Mail Department Division
[ Walser, Dane g#fialser@nd.gov Office of Mgmt & Budget OMB - Risk Management

)
[ | B ecuty Foicy
e Wl oranerw sm v o

A —
Copynight 2007. All Rghts Reserv State of Narth Dakota.
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38. Once individual users are selected and the@ action button has been clicked,
the “Assign Course to Individual(s)” window will appear. This page will
prompt the administrator to indicate a “Required Completion Date” prior to
clicking thew action button.

o ——
/- Training Management System: Risk Management Division: North Dakota State Government - Windows Internet Explorer x
Dl

o‘/-' * B hops Jfsecure apps. nd.goyf mdytran/ass gncourse htm

file Eot VYew Fagwordes Took bHeb

Google ‘G~ Yo B % bcokmrisy Bn2bloded Wohed v . D Sattrgss &) -
95 - PRk Menogement - Trax @ Webpage hosmpred @8 Tranng Managemen. % | % - @  rRam v YTk
North Dakota ™ Rierdies Sine aovermeart

||

Risk Manogemenl Division .
Training Management System

_— 7

Assign Course to Individual(s)
Course Details

Type: Ergonomics
Name: Have A Seat: Putting Ergonomics To Work

Description: This traming video detads how to appropnately gg¢ the importance of an approprately adjusted
chair n the prevention of Musculoskelezal Dj

Date Created: 09/18/2006
Date Last Modified: 09/18/2006

Usar(s) Assigned: Vicki Ablexdinger; Dia,
Add User | Re

*Required Comﬂoetion 0511572008 B (mm/dd/yyyy)
ate:

Cancel  Asmgn

*Required

Copynight 2007 All Raghts Reserved. The State of Narth Dakota

_l_' f Trusted stes
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39. The “Assign Course Confirmation” window will appear providing details of
the course assignment completed by the administrator.

/. Training Management Syitem: Rizk Manasgement Divizion: North Dakota 5 de Government - Windows internet Cxplorer

Cs- fi«}w}jfm'_,',,éwb-ﬁ-'iw@iw' groousahin

CongeiGs

Assign Course Confirmation
Course Details
Type: Ergonomics
Name: Have A Sest: Putting Ergonomics To Work

Descripton: This training video details haw to appropnately ad]us( your office chair and explans the impaortance of an appropnately adjusted chair
in the p on of Musculoskeietal Disorders (MSD's).

Date Created: 09/18/2006

Date Last Modfied: 09/18/2006
M‘) Assigned: Vicki Ableidinger; Diane Wakser

Complem 05/15/2008

?\

“Conynght 2007. All FIGhts Reserved. The STate of NOrth DIKOCA.

< >
Fittp wwew. i g
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40. The training management system also offers the option to delete a course that
has been assigned. To access this option the administrator would return to

“Admin Tools” function by clicking on “Admin” then clicking on the Delete
Assigned Courses function.

—— |

My Coutses | Admn
Admin Tools

Add Course

Asagn/Edt Couoes
Refele Asugned Coyrses
Cieale Bepol

Defote Employes Information

PR LS 844

”

/- Training Management System: Rish Management Division: North Dakota State Government - Windows Internet Explorer
G ot * B by flsecune apps,nd. oo rmd/ra el asagnedcourses, htm

Fie Eot Yew Fawrtes Took el
Google G~ Yoo B @ bcomaksy Biin2todes Wihek e

W e - B Risk Manage “tre.. @ e has expred £ Tranng Manscemen, .. %
North Dakota "9V iute s
¥

LI

Risk Monagement Division ]
Training Management Sys

Delete Assigned Courses

Course Details
Type:
Name:
Department:
Division:

Assignee Name: 1

Clooe @

Copynght 2007. All ights Reserved. The State of Narth Dakota.
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41. After the “Delete Assigned Courses” window has been accessed, the “Course
Details” field will allow the administrator to search for the course to be deleted
by “Type”, “Name”, “Department”, “Division” or by the “Assignee Name”. In
the example below the course to be deleted was searched by indicating the
Department and Division of the individual(s) the courses were assigned.

42. To delete the course the administrator would locate the course that was assigned
under the “Search Results” and click on the “Delete” box in front of the name of
the person the course was assigned. The administrator would then click the

|_D_e—|ﬂg| action button.

o —
Vi Training Management System: Risk Management Division: North Dakota State Government - Windows Internet Explorer = ﬁ !
@ S5 s o/ fsecure.apps. nd. gov/rimd/ran/de ke assgnedeourses. him v 5 X
File Eot Yew Faortee Took kel
Google G~ ¥ e B> 17 ookmaise Bi172bloces o - . o Sord e Jsetingss @ -
W & o~ @ RekManagament - Tran. @8 Webpage has espred & Trareng B- 8 w - irEge T DTk "
[Ny v Sy : TN e WA
My Cousss | Admin — User: Diane R Waliser | Log Oyt

Delete Assigne

Course Details

Type: a1 . If Type and Name are left
Name: Al v . “ ” g
in the “All” field, the
Department: | Ofice of Mot & Budost .- . . ," h
Dwvision OMB - Aisk Manaqemant v tralnlng SYStem WI searc
Assignee Name: Last First for all course that were
assigned.
Search Results
Result Page: 1 [Entities 1 -3 ¢
Select Al | Desslect Al
Delete i Course Type Date Date Last Date Assigned
Created Modified Assigned By
Ol Driver/Transportation 11/30/2007 12/06/2007 03/10/2008 Terry Mias
Safety
4] Vick: Ergonomics 09/18/2006 09/18/2006 05/13/2008 Diane
Ableidinger Waliser
=l Diane Walser Ergonomscs 09/18/2006 09/18/2006 0S/13/2008 Diane
Waliser

Select All | Deselect

2 EICLS

Result Page: 1 [Egfites 1 - 3 of 3]

Retum  Delsse

Contact Us | Disclaimer | Privacy Polcy | Sacurity Poicy

W3C WAL AA | WAC CSS | WAC XHTML
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43. The “Delete Course Confirmation” window will appear to let the
administrator know which course assignment(s) have been successfully deleted.
Once a course has been deleted it will automatically be removed from the “My

Courses Assigned” window.

e Training Management System: Risk Management Division: North Dakr 4 State Government - Windows Internet Explorer

O}i « | by o/ fsacure apps.nd, cov/rmd/ranydekaaas signedcourses. hem,
Eib Edt Yew Fawrtes Took Hep

Google (G~ voiP B~
WO - Rk Management - Tra. o |
North Dakota 90V ns ot Sfoverrmane ek

L]

Risk Management Division
Training Management System h) .
My Courses | Admin  User: Diane R Waliser | Log Qut

Delete Course Confirmation
The folowing course assignments have been successfully deleted

Assigned To Course Name Course Type Date Assigned Date Deleted
Vicki Ableidinger Mave A Seat: Putting Ergonomics To Work Ergonomics  05/13/2008 5/13/2008
Diane Walkser Have A Seat: Putting Ergonomics To Work Ergonomics  05/13/2008 5/13/2008

Raum

E T

coovnoN 2007. Al Rights bsened The State of North Dakota

VI
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44. The individuals the course has been assigned will receive an e-mail from the
Training System informing them of the course assignment with the link to access

the online training system.

.%’ T0 e a? A "‘".“. x -.‘J . Trareny Coune 2angrment - Vessage (Pan Tegt - a x
Vewepe  Adute PP

Frnm Toaneg Svatem [ Torrgienigemert Sy em@ad gov | St T MIVM 1M

te Avedrge. VO R Voke Dere L

(e
> X Timmmg (outie Aagrmerd

The 'Have A Seat: Putting Ergonomics To Work' course has been assigned to you. To take this course follow the link below.

http://wee nd gov/risk/online-training him]
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45. If the employee does not have a ND.gov account, or the system is unable to
locate the employee in the PeopleSoft system, the state entity administrator will
receive an email requesting the email be forwarded to the individual(s) listed.
This will inform the trainee(s) of the assigned course. The administrator will only
receive this email for employees who are not setup on the training management
system. Once the employee logs into the system, they will be setup. The
administrator will no longer receive this email when future courses are assigned.

B Rf: Training Course Assignment - Message (Plain Texd)

PHe ER ¥ew [set Fomat Tock s Hep
| ey | gRestrtod | yfoneed 1 A ¥ S X e-v-8 6

4 e wsser mmen St Fri AFZ3/2007 10:39 6
4 Tie “Training System’
o

Subject=  RE: Traning Course Assignment

————— Origimal Bessage-—-——-

From: Training System [mailto:TrainingBanagenentSysteningd. pov]
Sent: Fridey, Barch 23, ZDO7 10:23 AN

To: Walissr, Diane E.

Subject: Training Cpourse kssigmeent

d The 'Borking Ergomomicelly In The Workplecs' course bas been essigned to the individugels below.
Plegs= forward this 2-mail to cthe employe=ss below to inform chem that they ere reguired to take chis course:
Tou ¥ill pnly receiwe this for the smplopees chat are not s=top on the syFsten get.

Diane Weliser
Please follow the link below to take this course.

hetp:/feww. od. gov/riskfonl ine-training. html

32



46. When employees complete assigned courses, their progress is automatically
tracked in a training records database. The database will keep a three year
history of completed courses. The training system will automatically add new
employees and transfer employee information from one state entity to another.
The training system will also delete employees who no longer work for a state
entity. To access this option the administrator would return to the “Admin
Tools” function by clicking on “Admin” then clicking on the “ Create Report”
function.

47. The “Create Report” window will appear.

Training Manggefent Sysiegf

My Courses | Admn O

- Training Management System: Risk Management Division: North Dakota State Goverre

G, * |8 heps yfsecure apps.nd.gos /Y md/ran/oeaterapart.ten

fle EOt Vew Fawortes Took Help — Admin Tools

Google ‘G~ vyaeB- 2 blocked W Chedk » Add Course e @ -

l e Rk Menagement - Tra. 8 We 9 Traring Manageiven. . 3 Assign/EdR Cous oo v
~ —— Qefete AssugnadVCoyrses

North Dakota "9V e Cieate oot Gk

D_\ ¥ ¢ { : > Defots Employes Informaton

Risk Manogemen! Division A Y ) \

Training Management Sys} _u{ - & . ). Y

My Cousses | Admin User: Diane R Walisor | Lag Qut

Create Report
Report Detais
Course Type: Al v
Course Name: Al v
Department: | Ofice of Mamit & Budoat -
Davision: | OME - Risk Managemant v
Employee: I
Date Assigned: From: 3 To: I (mm/dd/yyyy)
Date Completed: From: m To: 0 (mm/dd/yyyy)

Assigned and Not Completed: [

Cances

Contact Us | Disciaime | Privacy Polcy | Security Pallcy WACWALAA | W3C CSS | WIC XHTML

Copynght 2007, All Rights Reserved. The State of North Dakota

) Trusted stes % 100% ~
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48.

49,

50.

The “Create Report” feature allows the administrator to create and download
training detail reports from a data base containing up to a three year history of
courses completed by employees within their designated state entity. The
administrator can create a report using several Report Details: Department,
Division, Employee, Course Type, Course Name, Date Assigned, Date Completed
or by courses Assigned and Not Completed.

The next two windows demonstrate an adminstrator creating a report that would
provide information regarding all courses assigned. The Details entered
included: Course Type, Course Name, Department, Division and Employee.
Once details have been entered, click on the |Create Report| action button to
generate the report.

Training Management Syste

My Courses | Admin

Create Report /

Report Details
Course Typell Al B ——— -”

Course Namell An v

Department|i Ofca of Mamt & Budaet

Division|l OMS - Risk Manaoament

Employee(] (FIETIEEETN ~
Date Assgned|l From: & To: i3 (m/dd/yyyy)
Date Completed i From: & To: B2 (mm/dd/yyyy)

Assigned and Not Completed( [

Cancal [ Creatw Repan |/ !”
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51. Clicking the [Create Report |action button will bring up a list of courses completed
by the employee. The data can be sorted by whatever variables are available.

52. Training records can also be downloaded and printed in Excel format by clicking
on Open /Save with Excel.

»ort Results « Windows Internet Explorer

= . —
Ableidinger, ViekiR g Fee ?ﬁf‘m:""""m 09/202006 ??72.'0 3\6)\4
Ableiinger, Vieki R~ De P MIRE gloodhome Pathogens 04142008 g OOREIAL 04302008 e nad AN
Ableidinger, Viki R gﬁ?;(“f Mgmt& gy osching Out st Work  04/142008 Q162008 091827 ou302008 kil I8
Ableidinger, Vicki R gﬁﬁ:f’ ol g‘i‘;:nf:‘{,“\'\"sz 04142008 DL o200 03330, ousarzo0s oy o
Ableidinger, Vicki R g:ﬁ;:ff WY s Office  losi0912007 Dne 2T 12ASSE osioni2007 S
Ableidinger, Vicki R gﬁ:{"f Memt&:  Dckmstve Dhiviog Sl /052007 g 2007082626 01/03/2008 ey

() W20 43 Repontil] « Microsoft Excel
)

Home  Insest ’muy\_m Fomules
[ o -G

S

A B C )

Oeta  Review  Vew  Aciche

_ Employee Name _ T hgey | Coune | Started Date | Training Due Date | Completion Date
Ableidinger, Vicki R |Office of Mgmt & Budget | Suicide Prevention Training 9/20/2006 9/20/2006 11:16

Ableldinger, Vickl R |Office of Mgmt & Budget  |Bloodborne Pathogens 4/14/2008|  4/16/2008 9:33 4/30/2008|  4/16/2008 9:33
Ableidinger, Vicki R |Office of Mgmt & Budget  |Stretching Out at Work 4/14/2008| 4/16/2008 9:18 4/30/2008 4/16/2008 9:31
Ableidinger, Vicki R |Office of Mgmt & Budget |Have A Seat: Putting Ergonamics To Work 4/14/2008| 4/16/2008 9:33 4/30/2008|  4/16/2008 9:43

Ableidinger, Vicki R |Office of Mgmt & Budget | Principles of Office Ergonomics 5/9/2007| 5/17/2007 12:45 6/1/2007| 5/17/2007 13:08
Ableidinger, Vicki R |Office of Mgmt & Budget  |Defensive Driving Small Vehicles 12/5/2007| 12/14/2007 B:26 1/3/2008| 12/14/2007 8:26

00~ O U Ee W N e
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DON'T FORGET

" To log-in using Login ID not your email address.

= To confirm course completion.

» To not accidentally assign course to entire
department rather than specific division or
employees.

» To always have an updated Windows Media
Player.
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